
Site Plan Review Process 

 

Plans Received from Applicant 

(Process Fee if applicable) 

Application 
Package 

Complete? 

No 

Contact Applicant  

Yes 

Letter sent to applicant with Site 
Plan Number 

Route plans to required 
departments for review. 

Disapproved 

Receive Comments 

Compile Comments to Comment 
Letter 

Send Letter to Applicant 

Approved 

Request 2 sets of final approved 
plans and digital format from 

Applicant 

Receive plans 

Compile approval letter and sign 
approved plans 

Contact applicant to pick up 1 
set of approved plans used for 

building permits  

(Approved Digital format 
available upon request)  

Digital format signed and stored 

Wednesday Morning 
Preapplication Submittal 

Meeting 

Due date: 
New- 4-5 weeks 

Resub- 2-3 weeks 

Not Required 

Submittal deadline for new applications 
Fridays at 12 noon 

Comment 
Review 

2-3 Days 

Hard copy of site plan 
required on site during 

construction 


